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THE DEVELOPMENT OF

TEACHING UNITS FOR OFFICE EDUCATION SIMULATED PROGRAMS

FOR USE IN THE STATE OF NORTH DAKOTA

Summary

The purpose of this Exemplary Project in Vocational Education cnr the

stare of North Pakota was to develop simulated office educationsmateitals

for use in business and vocational office education programs, "OccupatItinal

-Models" was selected as the identifying name for the concept developed at the

University of North Dakota, Department of Business and Vocational Education,

Dr. John L. Rowe, Chairman.

Each of the 24 models available contains two kits: One for the student-.

employee, one for the teacher-supervisor. Additionally, a. teacher's manual

was written to accompany the models, for a total of 49 separate kits. These

49 books comprise a "Library of North Dakota Occupational Models."

A

Occupational models are self-contained instructional packets developed

from actual;offices in the state of North Dakota. They duplicate many of the

demand; Pliessures, and problem-solving activities confronting the office

emplqab. Models provide a realistic educational experience for students unable

to participate in a cooperative office experience program. Model instruction

may also be used to-broaden and enrich the cooperative plan, as well as provide

a career exposute and guidance technique vehicle.

During 1970-71, personnel involved in Phase I of the project conducted

the following activities: (1) reviewed simulated programs and materials frOm

other states and commercial sources, (2) established and refined the "Occupa-

tional Model Concept," (3) initiated interviews with 69 North Dakota empaoyers.,

(4) conducted job analyges of office positions within the companies selected,

and,(5)- activated public relations efforts to promote the exemplary project.

The 1971-72 year was devoted to the writing of the 24 models', as follows:

(1) preliminary organization vf data, (2) standardizing of formaelo<3) developing

and writing models through individual and team effort. Approximately 6,000

pages of simulated materials, including forms and supplies, were developed

during Phase II, for a total of 24 models, or 48 kits.

In 1972-73 the models were retained, duplicated, and 4istebuted to 18

secondary office education classes throughout the state for field testing.

Approximately 325 students participated, with 282 responding to an evaluation

instrument, upon conclusion of the experiment. Exemplary project personnel .

made from three to five visits to schools during theptlot test. Subsequently,

the models were revised, based on teacheristudimt suggestions.

Classroom techniques implemented in North Dakota office education programs

were incorporat6d in the I00-rpage teathteemanual, as well as orientation and

teaching methodologies. This book was written during Phase III. Extensive

public relations-activities were again conducted, including news releases, radio

spots, personal letters, speeches and publication of articles.

iii
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A final project of Phase III was to,i,conduct a detailed analysis\'of the

office epployees' survey undertaken during Phase I. This includes! tasks, '

machine 6 used, education, social interaction, and present and prier lob
.

experience.
,,

. i

Models are vocationally flexible. They prepare students for work.in

medium, or large offices. They are also instructionally flex:Wel-7
allOinTimplementation in small, medium, or large schools:166-ihe variety

of model. difficulty levels.providqd, this instructional .plan is.spital* To

MO-, average-, or low-ability students. The model des. ;n allows the studen

towork independently,-and at his own pace.

The career cluster concept is a built-in feature of the model plan,

allowing a7student to explore several office positions within one industry; or

one position in a variety of fields.
,
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EXEMPLARY PROJECT IN VOCATIONAL EDUCATION

Business and, Vocational Education 'Department

Universicy of North Dakota

Dr. John L. Rowe, Chaiiman

0 Time Period

The exemplary project began with the academIc.year Septeriber 1970; and

excluding summers, continued until June 30, 1973o

Problem -Areas

The problem.of providing adequate work stations for young people wishin
.

to enroll in the vocational cooperative office education program is a monumental:

:task. Where work stations .are available they are limited im-numbet'Srid Often

'inadequate for training purpoSes. In some cases these stationsiare,not repre-

-sen6tive of the best practices in office procedures. Trainees_are also

sometimes'assigned repetitive or menial tasks; and as a result, they do not-see

the total office function. Additibnally, the less-han-averAge student'miy.be

difficult to 'place even where training statins-:are available.

'Trainees are occasionally mismatched in the placement process as well. Tile

dearth of appropriate work stations.often makes it impossible for the teacher..."

4

coordinator to change a trainee's assignmen once he has been placed. This cah

prove detrimental to:the student becal6 hisexperience with office work through

.a single companyMay thus by distorted.

Students, therefore, need a broader exposure to the reality of office work

than is. tVgically available in many communities.

Objectives

The purpose of this exemplary project.was to develop simulated teaching
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for Nortft Dakota office education programs.
ti

These simulatedmaterials'

should be applicable within the claisroom, as follows:

.

1. for students in small communities where adequate work stations
.

available to meet the needs of the program.

are not

2. for students in largerPcommunities needing

once in office activities.

3. for students with

skills and knowledge prior

place

4. for students who,

less- than - average

a greater breadth' of expert-

.

abilitieS who.Wish tb.upgrade their
,-

to placement-on a work

because of personal or

ent on a work station.

station.

.

family reasons, do not-desire

5. for students in any situation who desire supplemeal office work,

\

'experience; either prior to, or concurrent with, placement on aswork station..
j '

'6. for students in any situation who desire to discover their aptitudes

. .

, 9 .

and intevests; either prior to, or concurrent With, placement on a work station:

a. through exploring one office position in a variety-of companies;
4"1411

i.e., secretarial work in bahk10,-insurance., agri-businesses,, retail, and

_medical.

'W. through exploring several office positions within one type of'-'

business; i.e.: secretarial, clerk, typist, and bookkeeping positions in

the insurance field.

Project Design and Procedures

Phase I, 1970- 71,' was used primarily for research and developmep.t. This

included a survey of literature and materiali
-

a.vailable
.
for simulated office

Ola

education programs; as well as a state survey of businesses and offiw. employee'

activities; and a survey of existing vocatiohal.office education programs.

Phase II, 1911=22, Was-ipent in delieloping and Writing office SimUlated,

curriculum materials for classroom use, based onthe data gathered during the

0

first year.
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iihAe 111; 1972-73,,was designIted A'the,field .tests g eacrefining
..,

.
, . ,.

'

. , , s".

Oirocegs for the total-Drogra.M. This included the writing,0 ,a teacher's manual

4.

to'accoMpany, Lie ilodels, as well as opportunity fOr
inservice'training in the

proper use of the materpls."-

$
.e

' Phase I--19 .70-71.
, ,

.7-.

,

.
i

. .
.

.

, Various simulated office education progfams and samples df-oYfUo gt%ulation

. ..

,
i: s,

..

material's were reviewed todevellovsmcific exemplary program goals and objectivei

, . ,
.

This analysis ledo formulation of the
.
North Dakota Plan for Vocational Office

Educationthe "Occupational'Model Concept."
.

. ,

. '

,

. ,,,_

' .

.

Occupational, models 'are self-contained packets of simulated instructional

4
,

.

materials providing an orientation to office work typical to business, firms in .

w . ,.

.

N ,

the state of North Dakota .
.

.

,_

. $--

1

' :
s -

'a
,

r

The Occunational Outlook Nandbdok was&used as, an ..d' to :Selecting a:repie-

.
, .

sentative stratified adomsample of offices and businesses cOmmon.to the state

.

.
, .

- of North Dakotat- Efforts'were made to include office posit*6ns within each. of

t , , .
k , 4, '

the induitrtal classifications in
the'handbookl.A,totaI of 69 companies:Vire RV

" . ,,,

\selected, with 171 ,office employs identified 'for the job analyses. ISei:"TableiNC,

,;

. .

:.___. ,
. .

, .

--------___ Basic dhta gathering instruments/were developed, including an employer

..

.
. / .

,

.

.

- .

. ,

interview checklist, and an employee job analysis form. (pee Exhibits-P.4)

.

The remainder of, the year was spent in conducting interviews with those

company employers named in the selection proceis; followed by ;interviews-with
.

participating employeeS.

Public relations efforts were also instigated in order 'to putlicize,the

exemplary program in office elucation for the state of North.Dakota.

.

Phase 11--1971-72

Tile major'activities
onducted, during ble second phase of the exemplary

- '-----.

a program included: (1) orientatfdq, to the work completed during the first- year,
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(2), designing the format for writing the NOrthDakota Occupational Models, (3)

selection of models to be written from available data, and (4) actual writing

of the 24 models'.
-

Designing the basic format for all models was a.pritA factor in the yearte

work!. It was deprmined that two kits would comprise each model; one for the

student-employee, one for the teachr-supervisor.,

_The student-employee kit of each model contains: (1) performance goals

0

'end a self-evaluation form, (2) a company personnel manual, which, serves as An
. .

introduction to that specific businiss--including organization chart and offiti

/
layout where available, (3) a proctdures man 1, a

. . ,

. 4

the comyany files and specific procedures,- and (5)

includeia brief description, detailed instructioria
.

self- help, booklet simulating

working,projcts. Th9 latter

, recommended equip and

supplies, and a step chart. This chart illustrates' the logical flow of individU-
.

. ,

al duties to beperformed in carrying but the total project. Corking pape;e and:.

supply-forms are also an integral part of each model.

The, teacher-Supervisor's kit contains: (1). supply forms for reprodUcing4

*". (1)'inatructiong for that particular model iwsition, (3) evaluation sheets and

/ check- lists, (4) a key for each ProjeCt, including correct examples,:(4):dietat

materials, when applicabie,--and''(5)' 'cOhtingency:items--extra projects - -to be

added or inberted. '-These provide a realistic "offici pressure" atmosphere.

The writing staff developed the, first model, entitled, "SeCretery," Minot,

Builders Supply, as a jollit project.

graduate faculty advisors in refining

.

models' were /produced in teams. 91 two.

7v
each graduate assistant developed and wrote individuhl models. Approximate -4-4,

Many hours were'spent in consultation with--

this first model. The second and third_
/ , , , , 1

.

Following revisictt and faculty approval,

, gf

,w-ritIng-time, nix to right. weeks per model, for approximately 150 pages each.

Exhibit P denprnesithe24 Models written durihg Phase II, 1971-72.

9
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Iiiorder to'vdrify'dAtn and ascerta*n that project instructions were, to-

.
-fact, indicative of,

the--stmulateo-ff-i-te-,'7;rwag-rieces-gary forth-e staff writers

to revisit several Lsiness establishments. For the.24 office positions

represented in North Dakota Occupational Models, therefore, a number of detailed

personal conferences'were conducted with office personnel. These companiii

were particularly commended for their contribution to vocational education 'in

thi state f North Dakota.

Phase-111--1972:-.73

The thifd yearwaS designated for field testing and refining of the 24

ocwilational models produCed during the second year. Complete standardization,

4q. .

editing, and preliminary revisions continued throughout, the fall Tester.
. .

e d' *.,

Proofing andediting time averaged twenty to twenty-five'hours permodel.
_ . A . . - '. 1

-Orientation procedures for the 18 participating field test teadher-caordin-
, .

ators began during the fall as well-, T1.-list of schools and cooperating teacher

can be found in Exhibit G. With the" exception of Fargo,South, and Valley city

high schools, two Models were tested in each vocational office education program,

rotation basis. One copy of'the ttudent-employed kit was distributedtO

each student, including; Supplies. -A desk copy, plus the supervisor's kit went

to the teacher.. In rang cases graduate assistants prcIsented an orientation lectu

to!the class. so that students Would have a'batic understanding of the program

and.-their.roie in the experiment.

Thereafter, kaCh graduate assistant made weekly telephone calls to his

assigned school-for the purpose of providing help and suggestions to the teacher.

Field test instructions and_evaluatian-shetr§-fAich the teachers received are r-

presented in r,xhibits

Numerous public relations' projects were initiated concdrrently with the

field test-activitfed. These included: (1) news releases to every paper-in
,

.whiGh either a participntinKbUsiness or a field-test School was located,
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(2) personal letters of cc. mendation,- (3) speeches givenat national educational

conventions and sch.ls, (4) arti fished in University of North Dakota

and national publications, (5) a radio spot on 29 North Dakota radio stations,

.

and (6) the development of a
.

slide-series typifying the exemplary program through-

,out the state. Exhibit L illustrates a personal letter,(item 2 above).

Valley City-High School
used a variety of models - -a single copy of each--

as a career exploration technique.
Student-employees were not required to complete

a model. Rather, they worked two weeks in each position. This provided ttuants

an opportunity to determine their interests and aptitudes in relation to office

work in a variety -of companies and positions.'

Fargo, South, High School tested the-conceptof a Apll=scale model office,

bl

implementing a variety of internal office operations, forms,,and prOceduiei.

With 13 occupational models.at her disposal, the teacher - coordinator had the

fleXibility of adjustingmodel instruction to suit the needsbf a particular. e°

class. This experiment is indicative of the type of program that is possible

when teachers have a full. library of North Dakota Occupational Models.

At the.end of the' ield-test period, graduate assistants'conduCted exit .

interviews-with participating
teachers, and 282 students. Of the original 325.

students who participated in the experimental instruction;. Scranton, North Dakota

did not 'complete the field test.
Absences,accounted for the additiona1,27 student

not available to respond to the stadent opinionnaireon the day of the exit

interview._ The results' of the students' evaluation of the field test is described

in the findiag5 section of this__reR_Qr.L.
_ _

P

Included in the activities conducted during; Phase III. was the writing of a

100-page teacher's manual to accompany the North.Dakota Occupational Models. This

booklet incorporates the various .techniques implemented in .the field teat, as well

as orientation and teaching' methodologies.

Bawd, on teacher/student recommendations and suggestions, the 24 models were

---- 1 4
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again revised, prior to final printing. This averaged ten to fifteen hours

per model.

During the spring of the third year a detailed study'was conducted of ,

the job analysis forms returned from participating North Dakota office employees.

The results of this survey are described in the findings section of this report.

(See Tables I-IX)

Jerome J..Mack, Grand Forks Attorney, was contacted for the purpose of

initiating copyright procedures for the complete library of North Dakota Occu-

pational Models, which includes the teacher's manual. This was conducted'through
,

attorneys in Washington, D.-0C., resulting in one copyright for the entire library

of 49 kits-.

. The Department of Business and Vocational Education at the University of

North Dakota undertook the printing and distribution of 101 sets-of occupational

models. This involved the printing, assembling, packing, and shipping-of approxi-

mately 32$,000 sheets of paper - -a total of 4,949 books. Of this number, 80 sets,

or3,920 kits, were sent to the State Board for Vocational-Education at Bismarck,

North Dakota, as fulfillment of the exemplary program contract. An additional

21 sets were prepared for North Dakota high schools and out-of-staie orders.

A-two-week workahop4 entitled "Model Office Simulation Strategies," was

designed for the 1973 summer session in the Department.$f Business and Vocational

EdUcation at the University of North Dakota. A major_pOrtion of this course_

focused on implementation of the North Dakota OccUpational Model plan. North

--Dakota readheierdlnators, as well as other-enrollees, learned- trove %Amu these

office education

instruction, (2)

simulation/model

simulation packets in the following ways: (1) individualized

position simulation, (3) career exploration, (4) full-scale

office: The teacher's manual served as a major reference.

The exemplary prograM staff was seriously handicapped during Phase III,

! -
because of the cutback in vocational funds. Rather, than five graduate research,

-gervide assiatants .ind fulf-time senretary.,-A0a0-wore-available-to-vuek **the 4
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project during Phases I and II; the program operated with three assistants and

a'three-fifths time secretary. Additionally, because of personal reasons, the

third assistant was also lost to thc program during the early part of the spring

semester. This left two graduate assistants and the secretary to carry the

burden of the responsibilities.

Following-is a-break7down.cf Approximate man hours represented in the

exemplary program, 1970 through 1973.

TABLE 01

_APPROXIMATE MAN-HOURS REPRESENTED

IN THE EXEMPLARY PROGRAM IN VOCATIONAL EDUCATION...

Personnel No." Description

Hours
Sub-Total

'Hours

Total

North Dakota
offices , 171 employee interviews

'"1 hoUr each 171

69 employer interviews
@ 1 hour each 69

86 employee job analysei

Unlversity

0 10 hours each

graduate assistants

860 .1,100

of North @ 600 hourp each 7,800

Dakota
graduate faculty advisors
0 100 hours each 500

North Dakota

* 1 secretary-F3-q mm)-
0 1,500 hours each

schools 18 teacher-coordinators
@ 240 -hours each

4,500 12,800

4,120

325 Iligh Schijol stUddhts ,

0 120 hours each 27 000--"s`,-,

, --

,

064

39,000

TOTAL rtAN-]TOURS 'ESTMATED

4.11

*conservative entimate--especially during Phase III.

\52,900

.M...1.



Accomplishments and Findings

Library of North-Dakota Occupational Models

The North Dakota Occupational Model plan shquld provide every student-n.7

the state whose-career goal focuses on office employment the opportunity to be

vocationally prepared for_some level of office work.

As a result ofthe exemplary program, simulated office education maternal

appropriate to an agriculturally dominated state have been developed., A major

criterion was established during the developmental stage: The materials should

be realistic, relevant, and meaningful for students a'every ability level.

-Additionally, the instruction paCkets,were to be designed so that they wetad be

used by teachers; nlonatter wh'at type of prograil, facilities.-or equipment are

available.
-

The 24 models focus on the perforftance of production projeCts which take

place in a variety of North DakOta-ef ices: Thus the occupational model concept

can substitute or enrich the cooperative office
.

experience. Rather that sending
.. .

---- _
the student out on the job, however, the job has been brought to the-student.

-

Each of the 24 models-availale contains two-kitsrone for the student-

' em -tea drerl-smimmNIATIY.---aafilenaliy, eacher's manual was

written to aecompany the models, for a total of 49 separate kits. These 49 °

books comprise a "Lir417yOf North Dakota Occupational Models." A list o

o:upationaLmodels, together with descriptions of each, can be found in

Appendix B, Exhibit F.

9

17
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Survey Results; North IIakota Office Employees

Of the 171 office employees who were interviewed during Phase I of the

exemplary project, 86 submitted the completed job anaiyais forma. Occupational

models were developed froM these materials during Phase II.' An in-depth study

of these detailed questionnaires produced the datidescribedon the folloiaing

Office Employees

TABLE I

NORTH DAKOTA OFFICE EMPLOYEES
JOB TITLES

Number Percentage

Clerks
Bookkeepers
Secretaries

-General. Of fice
Office Supervisors
Recep4onists
Stenographers

-,- Clerk-Typists

Kr.

28 33
.15 18

14 16

8 9
8 -9.

6 7

,5

2 2

86 100

._:page%. This analyses,portrays*theilutlei-ind responsibilities of -selected
... . :_.-

employees in North Dakota offices; machines. used in the operation of,their
,..--

.

.
. .--- . ,

...--

jobs; the background of these employees in terms of educaticmexpeienceI

fte

-

and qualifications;and the percent of.time.spent on social interaction..

Table I provides a breakdown of the job titles of the 86 responding

ees. ----The-24--oocupational-models-i-developed reflect he-job-titles ---of

selected North Dakota office employees. However, a number of the secretarial

- .

--models incorporate duties generally performed by workers described as "general
. _

'office, 'employees. This is due, in part, to the fact that many North Dakota

,Offices are -limn, and the office workers often perform a variety of duties

no matter what job title they are given.
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TAIILE II
1.

DISTRIBUTION OF TASKS PERFORMED BY 86 SELEpTED

NORTH DAKOTA OFFICE EMPLOYE

Job Tasks

Performed
Task Percentage

1. Pile, retrieve, organize, store, discard 68.
2. Verify - -self or-others- 66

3. Mail--incoming, outgoing, prepare; distribute -64

-4. Personal information contacts--phone, face-to-fade -61

. 5. Basic arithmetic operations--extend or check amounts 55
. _

6. TYpe--correspondence, envelopes, cards,,memos 53

7, Sort;--ctassit, count, total, record: clerical 47

8.

9.
10.

11.. Compile datafor reports, records, information -30

12. ape7-reports, records, lists (financial,busibess) 28

13. am27-orders, tabulations, bills, checks, invoices "22-26
.14. Record-keepiq7-ch.eckbook, petty cash,-records . 22

15. ,Errands or- unusual requepts 21

.16. _Keep time car3S, "time records, payroll; bank deposit 19

17. Balance or reconcile accounts, records; bomphte 18

18:-- Dictation: correspondence,- memos; transcribe 17

19. -Composejetters, reportS,--memos- 15

. 20. Transcribe by machine -11

. 21. _SchedUle.appointments or reservations 12

"22. Cleaning,'arranging, -organizing- 11-

23; Type manuscripts, minutes,Illendas, reports, masters .8-

- 24: Compile lists from other sources , 8

25. Analyze or solve' problems (other than required above) P7

26. Direct or schedule work for others 3

Handpost--ledgers, journals, lists, records - 45

.Type --labels, lists, tables, miscellaneous, 38
31Update records, lists, inventories,'supplies

11

77
74

71
64
62'.

1;5_

52

44.

36

35 .
-33

26-30
26,-
24
22

21
20
17

14
12

9,

9
.

3

Table II lists in rank order those duties most often-performed by the total,

offiCe employees respoding. The duty ranked first by 68-(79,Z)be the office

employees was filingincluding retrieving, organizing, storing, and discarding.-

Most occupational models contain some filing activities.
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The task ranked.seCond by 66 (77:0' of the employees was verifying work,

,

(by self or others) to determine accuracy. Every model emphasizes the need for

careful-proofreading-and checking. Some Models are designed so that worker

cooperation is necessary toverify-work.,

Ranking third was the preparation add distribution of mail, as evidenced,'

by 64 (74%) of the employees,., Every occupational model, and,tearly every project

of!all -models, contains this'aetivity. A variety of methods are provided, so

'that the student-employee should be exposed-to many opportunities to function-

in this tasfc.
..

t'
,

The ;earth ranked duty by 61 (71%) employees involves the receiving or .

tig of information, over the telephone -or inlierd6n. -While -it-vas-impossible

to"-design telephone projects in every model, the "Telephone Clerk," Northtqestern

Bell Telephone Comps ny Model is designed around the use of telephone equipment,

V
,and correct personal-Lcontact---i4uee,_*:

. '

The duty ranked fifth by 55 (64 %) of,the employees-is basic Orithietii

.

operations. All hookkeeping and clerical models, and many of the secrete

models, contain computational

typewriting operations are.not ineludee-in the top five ranked

items, as reported by North Dakota office employees, items ranked as 9, 12, 13,ws- .
. ,

and 23 all involve typewriting. Additionally, typing is used for a variety of

other duties and 'taska, such as composing letters, transcribing dictation from

machine or shorthand-dotes. Every occupational model contains typewriting

projects, although the secretarial, stenographic', and clerk-typist Tdols use

the, typewriter to a greater degree than bookkeeping or clerical models.

'Table III indicates the use of office machines and their frequency of use

by job titles. The typewriter, telephone, ten key adding machine, and the

copying machine were found to be used.the-most often by office employees: The

occupational models use the typewriter the most frequently, with .the ten-key.:
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TABLE III

UST; OF BUSINE1:S TIACillNES IPd WITH DAKOTA OFFICE AS REVEALED

DY'86 SELECTED Nova DAKOTA OFFICE EVLOYEES.

fit

Machines

- -
r-4

Cl Cl 0 ,. t,-i 0 .- 0
0) AC . CO 0 CO

an

O Cl -AL 0 0 ,
4.1

.
-4-$ ON 4./ ----0 -4.1- ---,- _________4-1

0 0 r4 , II 414 g ; -4 a0 1., .0 .
.a U ...`t tr .. --4) U co - U e) cl.
.rt it - 0... ,, i4 - 0 i4 U /4 i 14

0 0 0 0 "0" '0 - 0
F.

.- 0
A 44 41 X 44 0 ru F. P1

1
Addiessograpte 2 2 0 0 2 2 2 80 9A1/2

Bookkeeping 1:n chine 4 5 1 /- 1. 1 1 5 6 75' 87

Cash Register 0 0 0 0 0 . 97

Check-Protector- 0 0 0 0 0 0 5- 6 81 94.

Check, Writer 0 0 0 13 0 0 3 3 83 97

,,Copying` Machine 25 ,* 29 5 . 6 4 5 12 131/2 40 461/2

Electric Calculator 10 12 1 3.6 . 0 -0 . 1 74 R6

Fluid Puplicator ) *5 .6 . 8' 9 4 5 1 1 68 79 '

Full Key Adder . _2 2 0 Q 0 a p o 84' 98.
.:.

Intercom 4 5 0 0 0 co 1 1 ,... .81 94.
.. - -

BostlIgetHet-er 0 0 0- 0 0 0 12 14 74 86

Printing Calculator 3 3 0 0 -0 0 0 0 83 97
- ,

Swi hboard 7_ . 8 0, O 0 b 2 2 77 .90

..-

Tape gee° -ter .0 0 0 0 0 0- 4 5 82 96

Telephone, 26. 30 0 0 0 0 33 30i 27 3114_

Teletype 0 0 0 .0 0' 0 . 3 *3 83 97
,,

Tel;1:cy Adder 40 :47. 4 , 01 4 41/2 4 41/2* 34 39'1

Transcriblup Mrhine 6 u7 1. 1 0 p 4 5 75 87 ,.

TypewrI tr:r 66 77 0 0 G 7 8 13 15
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adding machiOe as the second most-used item of equipment. While the capping

machine is used' extensively in- North Dakota offices, as opposed to the fluid,

duplicator, model projects suggest the use of the latter. This was done because

most schools have a fluid duplicator at theirfdisposaf. Teachers axe advised,

however, to adjust the equipment needs on duplicatirig projectsso,that the student-
.

egPrOee,gains exposUre to a variety of reproducing machines.

TABLE IV.

SOCI4L INYERACTION AS- REVEALED flY
SELECTMD NORTH DAKOTA OFFICE EnPLOYEFS

0 '

NNYI.

Types-of
Interaction Yes 'Percentage ereCntage Response Percentage

External-phone

Internal - phone

'TxterlIal-pcople

Internal-people-

. 55-.

57

48

54

64
.

66

56

63-

:2

3

.111

2

2

2'

'3

2

' 29.

27-

35. -.

.

30

34'
,,.

32

41

, . .

.-35

.

q.

Table IV.indicates employee interaction as- revealed by'the 86,responding

office employees in North, Dakota. Fifty-five (64%) reported.they- had external'

contacts:over the telephone; 48 (56%) reported external faCe-to-iadecontacts;.1.a

57_466* reported internal office telephone -contactsiand (1k3%) 'reported

internal face-to-face contacts.

While, occupational model instruction can be iMPlemented.awanIndiVidualiied

simulated plea, At,isirecommeaded that wherever possible 'the interaction- cc_

be inCluded. Thus the teacher's manual suggests a variety.of methods to initiate

person-to-person'interaction in the classroom simulation program-through the use

of North Dakota Occupational Models.

The amount of eduction of the 86 office employees surveyed-is indicated

in Table V. Forty (47%) of the employees indicated having a 12th grade echiCatioa,-,

15 (17%) having 14 years of education, and 1 (1%)having more than a college
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degree. Thus, gr4duares cf secondary office education programs 1?-1114:m01 Daklbta

should be in a good competitive p9sition.in locating office positions in-the

state, based on their educational background.

4
,

-tABLE V

N. AMOUNT OF EDUCATION AS REVEALED BY
86 SELECTED NORTH DAKOTA OFFICE -F.MFLOYEES

,

.W.,`

,

.'

-Grade-

o

12 , 40
.

13

14 15

15 1

16 6
e.

More than 16 1

No Reply, .6

TOTAL 86

1

0

7

100.

Table VI and Table VII indicate the years of present and prior work exReri-

,

enceof Mirth Dakota office employees. Reporting nol)ripr job experience were

22 (25%) of the employees. Twelve (14%) reported 5-7 years. of prior job experi-

ence, and 7 (8%) had over'lO years of prior job experience. Forty\(46%) of the

employees indicated they had less than two years of present lob expetlence:

Of the office employees surveyed, approximately 50% had bean on their Job for

less than two years; and more than 75% of the employees had four or fearer

years of wok experience.
Thia'indicates,a willingness onthe part of North Dakot

employers to accept workers with little or no previous work;eXperience.
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TALLL VI

YEARS OF PRESEig JOB EXPERIENCE

Years of
. Experience

Less than 2

2_4-

5-7

'8-10

13-13.

Over' 3r3'

reply

.11uAL,

k a
C

Number of
Employees

t.

5

7

86

TABLE VII

a

.:,--c.,..,....

YEARS OF PP1OR J01 EXPERIENCE
.........

....1...
4

; .

Years 14
Exialrience

Number of
Employees Percentage

0 years

Ies.0 than. 2.

2-4

5-7

8-40

/70v r 30

O

22
0

25

16

16
.

-19,

12 14°,

6 7

7

No response- 7

TOTAL 86

op.

, 8

8

100

4
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Umly ReSultisi Stu.dent

Table VIII indicates the resultsof the student opinionnaires given to

282 of the 325 participating field test students in North Dakota secondary

office education classes.

In response to the question that asked if students thought they learned

as mechfrOncodcupational model instruction than -from -some other method, 198 (702)

of the students reported-a favorable reaction; 29 (11%) reported an unfavorable
1, reaction; and 51 (18%)i were undecided.

Item two on the, questionnaire askedyhere the student-employee received

, help when in doubt. Students could check more than one item as their source

of reference. They had been encouraged to consult with classmates, just as they

:would askThelliof as eworker on the job _when prbblems arise. The Procedures

]manual (simulating mpany files'and procedures) accounted for 102 (38%) of the

,responsee; a c assmate accounted for 111 (39%) of the responses; and'the teacher_

as a source of,reference accounted for 92 -(332),of the responses.

'When asked how much they enjoyed the'ocdupational model plan, 198 (70%)

;report a favorable reaction 57 (20%) unfavorable; and 21 (107) had no particula.

feelings. The -curt! iluee'tion provided'a list of -2asons why students had responde

either favorably or unfavorably to the third item.7
Approxihately 75% of the students expressed a favorable attitude toward

dcciipational model instruction, with 252.havini a negative attitude. V14er item

-four, i%maiquate explanation prior to work," 70.(252 of the students expressed

a negative attitude because of lack of prior instruction. It would -appear from

the breakdown of items under question four that those students who have been
.

,
,

oriented to the occupational model program-- including its purpose and-how.to-...

use the occupational modelw--will not only have better sucasi, but will express

a more fa0orable attitude toward the simulated learning experience.

When students were asked if they would like to work for a North Dakota

eompanY;--specificallj the one simulated in their occupational model instructior
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(question 6), manylstudents added comments that-since they had used only two

p//-
occupational models they did not like"those positions, but did like the c enceptl,

expresding the suggestion that,phey might like to work in some other NOr/th

'Dakota company office, had they had the option of working on a different model.

It is rarely possible to please everyone all the time. However, it should

be apparent that when adequate explanation, orientation, and help is given, the

students are,more likely to,receive a good training experience and 4iave a positive

attitude toward occupational model instruction. The career exploration technique

is:possible where a number of models are available for classroom, use.

Table IX indicates the composition of students who responded to the

Student Opinionnaire. A total of 155 (55Z) of the students having occupational

model instruction also had cooperative office experience;.with 127 (45%) of

those using occupational models having no other officeLexperience prior to

graduation from the secondary_ office education program in North Dakota. Those

students who received training in both the simulated method and the placement

on community .work stations were more often from the larger North Dakota'corpmunities
I

as revealed by 93 (60%) of the students responding from this group of 155.

TABLE IX

COMPOSITION OF THE 282 STUDENTS WHO RESPONDED
TO hElCCURATIONAL MODEL STUDENT OPINIONNAIRE

Description

4 ,

Student& with. both occupational model
instruction and cooperative offite
experience

Stuuents-with ecupational model
instruction onl

Large Communities Small Communities Total

No. Percentage No. Percentage Noaerc

93 60 62 40

43 34 84 66
136 146

155 55

127 45

282 100

95i



Conclusions and Recommendations

The achievement and attainment of success in pre-employment training

and career exploration of'eath student isidependent on the innovation, knowledge,

skill, and methodology of the individual. teacher. Lacking adequate materials,

however, even the most resourceful teacher is handicapped.

The Library of North Dakota Occupational Models, consisting of 24 models,

plus teacher's manual, should provide the teacher with a wide range of materialS

for classroom simulation programs.

Each-moliel---ie-e-gelt-contained packet and may be used: (1) as individualized

instruction, (2) through the rotation plan, (3) with the batterymethod, (4) in
I

a full-scale' model office simulation program;' and (5)-as a career exploration and

vocational guidance technique.

The teacher's manual presents a variety of suggestions for orientation,

career exploration, and implementation Of theOtcupational model plan. Each

activity cited (see Chapters II and V of the manual) has-been tried and found
o

effective during the field test.

Additionally, this exemplary program provided information regarding North

Dakota office employment-through a survey of job analysis questionnaires sub-.

mitted by 86 selected office employeeS. This study included information re

to: duties and responsibilities of selected employees; machines used in North

Dakota offices; educational background; e rience; and social interaction.

The 24 occupational models were de loped from data submitted by office

ive

employees, including the job analysis forms, detailed instructions for form and

work procedures, and personal interviews and observations of work performed.

The prOjects,provided'in these simulated instructional packets reflect the

information gathered from North Dakota office employees. Thus the typewriter

is the most-used machine,in occupaticifial models, just as it is the most-used

machine in North Dakota offices. In a similar relationship.3f occupational

21
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model instruction to North Dakota office duties are the tasks provided the

student - employees through working. projects.

`_ Conclusions
\

Base' the field test of the North Dakota Occupational Models and the

results of the job analysis-survey, it was found that occupational models:

r.4

1. can b \2 used by small or large-North Dakota vocational office education

programs.

2. are appropriate for complementing and supplemehting the, education and
trainin students haVe received -in-- basic- skill courses.

1
,.! 4

3. re appopriate.for complementing and supplementing occupational guidanc&
within theOffIle-cluster.

4. arh appro riate for complementing, supplementing, or substituting for

cooperative work ex erience.

5. are'approp date for providing
less-than-average ability student 4th

simulated office eXperience prior to placement on a community work station.

6. are approp late for teachers, no matter what type of facilities

and equipment are a ailable.

Recommendations

Based on the fi id test of the North Dakota Occupational Models and the
results of the job alysissxirvey of office employees, it is recommended that:

1. development of a high degree of skill continues to be a major factor
,

in basic office educaltion dourses.

officemastery of a \-wide nge of of e and business knowledges continues to
be a major factor in basic ffice education courses.

3. students need a cap tone experience which
integrates basic skill and

knowledge prior to job entry.

4. students' aptitudes nd interests sthould be evaluated prior to worki...g 4

n specific occupationa. model positions.
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5. especially where used as a subititute for cooperative work experience,

.the occupational model plan should duplicate the principles and procedures outlin

In the North Dakota Coordinator's Manual, including:

a. orientation to the occupatioftal model plan

b. interviewing studentapplicants for model positions-,

c: supervising the student-employee on the job (m f a,

d. publicizing the vocational program in the school and community

e. working with-advisory committee

f. evaluating student-employees according to office standards

6. educators should continually update their knowledge of offivS practices

in state and national areas.

a it
Ic a study should be conduCted that includes employer opinions of office

workers entering 'Office employment after having occupational model training.

a, -11. a follow-up study should be conducted of students having had cooperative

office experience, occupational model training, and traditional office practice:"

classes; for the purpose of continually evaluating North Dakota vocational office

education programs.

\co a more detailed study should he made concerning the amount of time offic

-employees spend on external and internalsocial interaction',, with implications for

curriculum.revisionPin'the simulated programs:

1 'IL educators should continually update their klowledge of simulated office

education instruction through,in-service training, graduate courses, and reading

okavailable literature.
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Exhibit A

The University of North Dakota
GRAND FORKS 58302

DEPARTMENT OF BUSINESS EDUCATION

........

March3, 1971

Dear

In cooperation
with he State'Department of

Vocational Education,

the University of North Dakota is conducting an Exemplary-Proglam in

Vocational Education. The objective of our program centers around

developing simulated
instructional and learning taterials.in office

education. The materials will' eventually be used in North Dakota

high schools to provide realistic learning experiences in order .to

prepaie students for gainful employment in North. Dakota offices.

o

-

In order to provide students with this particular
type of edu-

cational experience, it is necessary,to'Aetermine
typical activities

performed office workers in the state. We ars_asking if it-might

be possible for you and your office employees to
participate in this

particular endeavor. We will need to spehd approxitately one hour

with your office employees inrorder to develop a job analysis (which

would include determining the duties performed by the office worker).

C

Within the next couple of weeks, we will be contacting you by

telephone. to answer any
questions you may have about the study and

to determine whether you are willing to cooperate in this study.

At that time, we will make final arrangements to visit you providing

you have consented to work with us.

We appreciate your
consideration in this matter and we look

forward to meeting and working with both you and your staff.

mit

Ehclosure

Sincerely,

John L. Rowe, Chairman

Business and Vocational Education

fj
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Exhibit B
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STATE OFFICE BUILDING
900 EAST leULEVARD AVENUE
BISMARCK, NORTH DAKOTA 58501

(701) 224.2259

CARROE E. BURCH1NAL, DIRECTOR AND EXECUTIVE OFFICER

TO: Business Establishments
in North Dakota

FROM: Carrol E. Burchinal, State Director, of Vocational Education

SUBJECT: Cooperation in Research to Develop Better Office Employees

DATE;--
February-Iv-1M-- ---

.

The Stets Department of Vocational Education is sponsoring research designed

to mike.the training of future office workers more realistic and approximate

the types of jobs that future employees will perform in representative

North Dakota business offices.

This research is being conducted by the Business Education Department at

the University, of North Dakota under a grant sponsored by our office. Office.

-positions within _representative
business offices of the state will be studied

through job analyses and interviews. Selected samples of the type of work

performed will also be requested so that instructional units appropriate to'

high schools ca0e developed. Theie Instructional units should enable

potential office employees to receive a more worthwhile experience and enable

them to make the'ttaftsition from school to business with less difficulty,. ,

The'purpose of this memorandum idto ask for your cooperation in helping to

collect.the basic data that will be needed for the development of_ these

learning projects. We think we can acdukately portray office functions in

your type ofbusiness if you will assist us.

Any assistance that youcan give to members of the research team will be

greatly appreciated.

eerlyza/ .,43,4(c-r_Ptt,;uff)
Carrol E. Burchinal

_Director of Vocational Education

CEB:cl
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Exhibit C

This "Employer Questionnaire" was used as a "checklist" during the interview

with participating businessmen. Following the emplOyer interview,*the service

assistants interviewed office persaaael, explained theproject in detail,

reviewed in depth the use of,,the data collection instrument (Personal Job

Questionnaire), and left copies of the "Personal Job Questionnaire" for the

employees to complete and return to the University.

EMPLOYER QUESTIONNAIRE

NAME "ITLE

a

MAILING ADDRESS
PHONE

1. Call to make appointment.

2. .Introduction

3. Explain purposes of the Exemplary Program

4. We need two things from your firmi(a) basicanformation from you--the businessman

- -about your firm, and (b) the cooperation of some of your office personnel.

All iaformation will be held in strict confidence.

5. OUR MAJOR PURPOSE IS TO INTERVIEW SOME OF YOUR OFFICE EMPLOYEES AND TO HAVE

THEM PROVIDE JOB INFORMATION FOR US. WE NEED EMPLOYEES IN SEVERAL DIFFERENT

TYPES OF JOBS. Which individuals would you suggest we interview within your

firm?

B.
4

C..

D.

E.

6. QUESTIONS FOR THE COOPERATING BUSINESSMAN:

A. What, is the exact nature of your business?

B. May we have copies of some of your promotional material? (i.e., pamphlets,

brochures, etc.)?

35
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C. ,What'are your Major services or your products having the largest ,volume?

D. What type of ownership--single proprietorship, partnership, or corporation?

E. Is this your only office, or is it a branch office?

If it is a branch office, where is your home.office?

F. Is this one of a chain of offices?

. What geographic area do you serve from this office?

H. Could you describe your organizational structure--departments, operating.
units, or,chain,of authority and responsibility?

I. Do you have a salary schedule? Could you give
us an indication of the salaries paid to your office personnel?'-

J. What fringe benefits are provided for youroffice personnel? (i.e.,
vacations, hospital insurance, bonus plans, etc.)

K. Total number of personnel employed at this location- -or by t!is firm?

L. NuMber of office--including data processing,-- personnel employed at this
location or by this firm?

M. Do you have,a schematic drawing of your office area?
May we have(a copy?

THANK iOU FOR youk COOPERATION. It may be necessary for us to call ha , although
that IS very doubtful! Your employees will be completing a questionnai . and
returning it to us.
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Exhibit D

1)NIMs1TY or NORTH DAYOTA

Departmeut of Busin/ess Education

I Pvisonal Job Questionnaire

Purpoi;e: This questionnaire is designed to assist you in describing,
your lob. IPlease tell. just wipt,you do in yourjoband how

i wyou do .t.1 All information ill be held in strict confidence,
and firms Will not be identified.°

TO BE COMPLETED BY iNTERVIEWER:

FIRM NAME'

JOB TITLE;

NO.' OF EMPLOYEES IN LOCAL OFFICE

NO. OF EMPLOYEES UITHIN'DEPARTMENT qf applicable)

TITLE MEDIATE SUPERVISOR.

INDUSTRY

I

REVIEnD BY

DATE

0

29
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(Exhibit I) continued.)

DE1':%

I i VI 1 1 II 91'1

1. Indic:Ite and de!.eribe all daily activities that you perform in the_

course of a 'Week tuld onelosv eNamplcs of this Work when possible.

Please jot (Iowa each activity and the time consumed iumediatoly

after completion of the activity.

2.

4.

S.

EXMPLE: ApTUTTY VrE CONSIIED

Trans cribed and typed one two-page 1/2 hours

letter -

Alphbbetie filing 20 minuCes

ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY

TIME aab,50)

TIME CONSC:InD

TIME COMM

CONSMM .

2. indicate and describe the important unties you geperailv pertom

on a monthly bPsis and enclose e:zampler, of this work when possible.

(i.e., compute interest.on accounts receivable; prepare moathly

financial statement)

r

. Indicate and describe the important duties Ou generaily perform 4. ,

on a'quarterly, semiannually, or annual basis nud.enclose exaWir

of this work when pcn (i.e.., assemtle and type annual F- a
4 ,

t .

,

,/

.' ;

report, preparation of employer's income tax form)
. . L '

, J

4. What duties do you consider most important) in your job among those" 1

duties tic teed in ::unber 1, 2, and 3 above?

S. Indic..e the job titles of employees whom you.- supervise if app

.

Job Title Wo. of ihplovecs
.

/ .
t...........t:e.-

G. ycl.i0,.it 0 job ...qt 10; or position of people for whon you work.

4 Job Title tio:'-of PmploVers
.... ...........

7. Wh.n. moehh.e.. oed cisip-,int do vo.., oper.,:to in cotne,:tion with vonr

4 Ai O.? tlltd eatt, von tpw th0:1.Oni lv, 1,04.041y , monthly, or\.

1,



(Exhibit P cmtilued)

.

8. tat hinds of -doily' job 91 activities-no yu coleinct ovi:r the

telephone? F.stimatc the nar!er o4 daily telephone, contact for.. each

^activit;.,

ithin your department

b. Outi-.1de'your de'partnent

What kinds of daily Personal 'contacts do you make in. 'usual per-

. fornance of 'your. job? EStimate the number of daily face-to-face

contact/ for each activity.

a. Within your department

b. Outside your department

Edu ation andtrainitr:

Oracle of- school completed: 8, 9, 10, 11, 12, 13, 14, 15, 16,

'17, 18, (Circle one)

How many "years in present position?.

Prior years'of office exnerlenco (exeludine prt,sent-nogirinn)

you receiver any on-the4ob trainirm or office okientatIOn.

No If so, that type anil how much?

S

31



Eghibit E

'This form was provided in quantity for office employees for their use in

proViding information relative to business forms used in their offices.

FIRM or DEPARTMENT:

POSITION:'

ORIGIN:

FORMS NEEDED:

ACTION TAKEN(f.

DESTINATION:

EQUIPMENT NEEDED:

FORM IDENTIFICATION.

.1"

el

o

N.,

4

'Circle one: This is a sample of a task I might,perform: DAILY, WEEKLY, MONTHLY,

QU:RTERLY, SEIMIANN ALLY, OR ANNUALLY.

4,



TABLE X

. ROSTER OF PARTICIPATING EMPLOYERS AND EMPLOYEES

PARTICIPATING EMPLOYERS PARTICIPATING EMPLOYEES

Agsco Chemical add Seed Company, Grand Forks
Area Social ServicaCenter, DevilsLake

4 Leo Beauclaire, Attorney, Valley City
Christianson, FoughtT, Thompson, and Rutten,Attorneys

Devils Lake

2

2

1

12

Congress Inn Motor Hotel, Dickinson
Country Boy Dairy, JamestOwn

3

1.

Co txJud 'g Office, Jamestown 2

Co dge's Office, Devils Lake. 0 1

Depu y Clerk of District. Court, Devils Lake 2

:Dr. L. K. Hoffman, Dentist, Jamestown : 2

j_____Fargo Board of Edacation, Fargo 6 4

-------,:-Jarakers_Union_011 Company, Dickinson 4

Farmers Union oil Company, Minot 2- 4

.Fineal>,State Bank, Fingal , 1

First National Bank, 'Valley City 2

-41forks Credit. Union, Grand Forks 2

Gran Forks Public School Filstrict, Grand Forks 3

Grand oiks County Social Service Center, Grand Forks 12

Great 7 ins Supply Company, Jamestown 1

Haybuster Manufacturing and Distributing ...ompany,

Jamegtown 2

Texgas Corporation (formerly Home GasCompany), Grafton 1

Home of Economy, Grand Forks 3 (

Home, of Economy, Minot
.Implement Dealers Mutdal-Insurance Company, Grand Forks

23

Interstate Brands, Corporation, Bismarck 2

Jamestown Grocery Company,' Jamestown
Jamestown'Sun, Newspaper, Jamestown
J., C. Penny Company, Grand Forks / 2

Jestraa, Bjella, Taff, & 3
KDIX Radio and Television, Dickinson 1 2

Kirschtan ManufacturIng.Compaay, Bigmare 3

KMOT Televisiori, Minot '1

ACS.17. Radio - KSJM FM Radio, Jamestown' 1

Liberty National Bank, Dickinson 2

Medical Rehabilitation Center, Grand Forks 1

Merey,Hospital, Vallay City 4

'Midwest Machine Cerporation, Jamestown 1

Minot Builders' Supply Association, Minot 8

Minot Daily-News, Minot 2

Montana-Dakota Utilities, Willisl,,ton I 8

Nash-Finch Wholesale Company, Minot 1

North Dakota State Mill and Elevator, Grand Forks 2

Nort' Land Chemical Company; Grand Forks 1

Northern Improvement Construetionismarek 1

Northern National Life Insurance Company,lismarck 2

33
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(Table X Continbed) .

v

PARTICIPATING EMPLOYERS
PARTICIPATING EMPLOYEES

Northern School Supply, Fargo .
2

Northwestern Bell Telephone Company, Griaton
._

Offutt Potato COmpany, Grafton 4

2

1

Overvold Motors, Inc. Fargo
0

Pioneer Mutual Insuilnce Company,'Fargo
3

Piper, Jaffrey, & Hopwood, InvestMent Firm, Grand Forks 2

Pringle and Hergistad, Attorneys, Minot
2

Red River' National Bank, Grand Forks 3

Retail Credit Company, Grand Forks
1

State Bank of North Dakota, Bismarck
1

State Farm Insurance, Devils Lake
1

State Farm Insurance, Grand Forks
1

State Insurance Department, State',Capitol, Bismarck
3

Stsi.e Tax Department, State Capitol, Bismarck
3.

Straus clothing Company, Jamestown o
1

Sweeney Brothers, Bismarck e
i t

United Hospital Corporation:
-(Deaconess Unit), Grand Forks 11

United Hospital Corporation: (St. Michael's Unit), Grand Forks 3

United Tribes Employment Training Center, Bismarck
2

Valley Bank of Grand forks, Grand Forks
2

Valley Realty, Valley City
1

Western Potatc St rvice, Inc" Grand Forkg
3

Williams County ',gent, Williston
2

Workmen's Compensation, State Capitol, Bismarck
9

TOTAL EMPLOYEES VISITED 69 TOTAL EMPLOYEES INTERVIEWED 171

^,

412



TABLE XI

35

JOB TITLES OF OFFICEIPERSONNEL INTERVIEWED
(According to Industry)

SOL

Hospi al

Ward Secietary (2)
In7.Service Secretary
Switchboatd Operatq

Lab Secretary
Diet 'Secretary
Insurance Clerk

Ward Clerk

Medical'Secretary
Medical Records Clerk

Motor Hott

Nigi Auditor
Switchboard Operator

Bookkeeper

Retail

Office Supervisor
Credit Supervisor
Bookkeeper
General Clerical

Credit

Reporter

\

elfare

Certification Worker

Eligibly Worker
Clerk Typist
Clerk II
Rp:.eptionist

Medical Clerk

Clerk-Tramperiber
Typist Clerk
Clerk-Typist III

(3)

Lumber Supply

Bookkeeper

Manufacturing

Bookkeeper
Steno-Switchboard Operator

Radio & TV

KSJB-KSJM Radio Jamestown

(Secretary-Recetionist)

Public School

Secretary (4)

Library Clerk
Clerk-Typist
Receptionist

Insurance

File Clerk
Secretary (3)

Receptionist(3)
Casulty Endorsement. Clerk

General Office
Stenographer

State Government

Cancellation Clerk..

Clerk of Court
Clerk I (2)

Clerk II
Coding Clerk
Legal Ass't
Claim Examiner & Reserve Analyst

Ass't Dept., of Safety

Stenographer
Secretarial Ass't

Ass't Statistician.



(Table XI Continued)

JOB TITLES OF OFFICE PERSONNEL INTERVIEWED

Banking
Newspaper

Oil

Bookkeeper
Head Teller
Stenographer

Secretary-Receptionist
Proof Operator
-Proof Machine Clerk

Office Supervisor
Accountant
Receptionist-Check out Clerk

Credit Manager
Office Manager

Builder's Supply

Secretary (2)

Posting Machine Operator;

Stock Clerk
Operator of Billing Machine

Potato

Payroll Clerk
Personnel Clerk,

' Secretary
Receptionist

Farm Equipment

Bookkeeper

Construction Equipment & Parts

General Office

Contractor of Bridgcs

General Office

CircUlation Clerk (3)

Telephone

Mill

Service Representative (2)

Receptionist & Secretary

Secretary

Utilities

Agsco

Clerical Bookkeeper

Secretary in Chemical Division

Secretary to Vice-President

County

Deputy Clerk'of District Court

Wholesale Grocery

Bookkeeper
Stenographer

Stocks

Legal

Secretary

Legal Secretary
Secretary (2)

36
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Exhibit F
38

NORTH DAKOTA OCCUPATIONAL

Model Descriptions

Position

Accounting Clerk
Bookkeeper
Bookkeeper

Bookkeeper .--

Bookkeeper

Bookkeeper/Office Manager
Clerk

Clerk-Typist
Clerk-Typist
Eligibility Clerk
Insurance Rating Clerk
Personnel Secretary
Secretary
Secretary

General Secretary
General Secretary
General Secretary
In-Service Secretary
Superintendent's Secretary
Stenographer

General Stenographer
Telephone Clerk
Teller /Bookkeeper
Typist

ELS

Comp

Northern School Supply,
Barta Building Supply
Crabtree Insurance
,Farmers Union ,

Minot Builders Supply
Steele Farmers Elevator,
Piggly'Wiggly
Minbt Builders Supply
State Farm
County Welfare
Crabtree Insurance
Western Potato

Nokato:State Bank
County Agent :

Northland Chemical
Minot Builders Supply
Fargo Schools
United Hospital
Steele Public Schools
Crabtree Insurance
Pioneer Mutual Insurance
Northwestern Bell
Nokato State Bank
County Welfare

ACCOUNTING CLERK Average/difficult 'NORTHERN SCHOOL SUPPLY.

The tasks are developed on a daily basis and the work procedure is fairlyroutine. -The procedure is based on incoming checks
from customers; andon incoming invoices from suppliers. The Accounting Clerk verifies, records,and processes both incoming checks and invoices. She handles the check-

.

writing and recording
process, as well' as preparing the daily bank deposit.She also types purchase orders,

acknowledgments, and correspondence fromrough draft.

Equipment Recommended:
typewriter, adding/calculating machine



(h hibit P Continued)
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BOOKKEEPER Average/difficult BARTA BUILDING SUPPLY

The model is concerned with coordinating all the books, records, billing,buying and selling practices of Barta Building Supply, a small town retaillumber company. Included within the model are the monthly billing procedure,banking practices, typing letters and addressing envelopes,,asing an adding/calculating machine, payment of bills, and other various daily activities.Contingencies cover work already covered in projects.

Equipment Recommended: typewriter, pen, adding-listing machine

BOOKKEEPER Average/difficult CRABTREE INSURANCE AGENCY,4INC.

The occupatl^nal model requires the student to handle the basic book-keeping records for a small to average size
insurance agedcy. Aknowledge of fundamental

bookkeeping procedures is necessary. Theproject involves the use of journals, cash ledgers, accounts receivableledger, and the cash book. Routine correspondence and filing is part ofa number of. the projects. The model requires the use of typewriters andadding/calculatinglmachines. Accuracy in computational work as well aslegible handwriting is 'necessary. One of the two suggested plans maybeused, but it is recommended that all 12 projects be completed for a morecomprehensive undefstanding.

Equipment Recommended: electric typewriter, pen, calculator, adding machine

BOOKKEEPER Average/difficult FARMERS UNION OIL COMPANY

A general understanding of bookkeeping is helpful along with typing andadding machine skill. This position requires completing a variety Ofprojects such as: writing letters and speed memos; daily recap sheets;completing bi-weekly payroll; daily bank deposit; bank reconciliation,and other activities.
Contingencies are provided for extra work.

Equipment Recommended: typewriter, adding or calculating Machine, pen and/or pencil

BOOKKEEPER Difficult MINOT BUILDERS SUPPLY ASSOCIATION

'Bookkeeping and typing and office machines required. The projects are builtsequentially, requiring that the student perform most of the projects inor et. Contingencies dire included to add some flexibility.

Equipment Recommended: typewriter, adding-listing machine, pen or pencil,ruler, copy machine
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BOOKKEEPER/OFFICE MANAGER Average/difficult STEELE FARMERS ELEVATOR

This model attempts to have a two fold approach--bookkeeper and office manager,
because these two titles may easily be knit together in a grain elevator.
The student will mainly be concerned with the buying and selling off, grain
with grain prices as a governing concept to be kept in mind; Bookkeeping
practices are also simulated with journal entries being made. Other projects
include are the banking services, operating an adding/listing machinP,
daily sales, witing'checks, insurance reports, typing letters and
reporting taxes for wheat.

Equipment Redommended: pen, typewriter, adding/listing machine.

CLERK Average PIGGLY WIGGLY GROCERY STORE

This model will aid the student in understanding the basic operations itaf
a grocery store. The student will prepare reports, handle currency and
checks, type daily cash register receipts, prepare advertising copy, type,.
employee manual and payroll reports. The student will also process'utility
payments and administer various mailing procedures.

'Equipment Recommended: Typewriter, pen; adding machine

CLERK-TYPIST Average/difficult MINOT BUILDERS SUPPLY

This occupational model consists of typing letters, memos, forms, and
reports from rough draft; of using the adding machine ih a very elementary `
capacity; of following written instructions; and of making some minor
decisions. Contingencies are provided swthe teacher may enrich the
model's scoie of responsibilities.

Equipment Recommended: typewriter, tape calculator, pencil or Oen, rulei,
duplicating machine; adding-listing machine with multiplication, adding
Machine, transcribing machine, dictabelts

CLERK-TYPIST Average/easy ) STATE FARM INSURANCE COMPANY

Typing is the major skill needed by the student. The projects center 'tin
filling out forms or typing simple correspondence from handwritten forms
or notes. Most projects are not interrelated, and additional contingencies
give the model considerable flexibility.

Equipment Recommended: typewriter
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ELIGIBILITY WORKER
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Difficult/very difficult ROUGHRIDER COUNTY WELFARE OFFICE,

The o.ojects involve the beginning functions of individuals making application
for a federal-state administered food stamp program through the completion
Of monthly reports required byjfederal and state regulations. The projects
include the ability to understand federal-state plan manual instructions,
accountability of money, selling food stamps, banking, corre4pondence,_,proofing
of data through the use of numerous report forms, and filing. The student
should have the ability to and rstand complicated form instructions and be
able to prove one type of reptct against data from other sources. Above
average skills in typing, use of :adding machines, arithmetic and the ability
to follow compli-cated form instructions are essentlial to complete this
model satisfactorily. Selection of dne of three plans for completion may
be used, but for a comprehensive understanding all 17 projects should be
.completed .

Equipment Recommended: electric typewriter, pen and pencil, ruler, adding-
listing machine

'INSURANCE RATING CLERK Average/difficult CRABTREE INSURANCE AGENCY, INC.

The occupatiOnal model requires the handling of a number of job performances
with insurance. The model contains Work experience in rating insurance
policies for automobile,and homeowner insurance applicants. Activities .
include re.- rating policies that expire, renewing policies, ordering policies,
and completing invoices. Maintaining of daily individual files and policy
expiration files is an important part of the model. Preparation of policies
requires the use of calculators and the typewriter. The student must have
the ability to follow moderately difficult insurance instruction forms and
be able to compute insurance rates and determine cost. A knowledge of filing
and the ability to compose routine correspondenbe is necessary.

Equipment Recommended: electric typewriter, pen, calculator

PERSONNEL SECRETARY Average/difficult WESTERN POTATO SERVICE, INCORPORATED

The model requires the student to have typing, shorthand, transcription, and
transcribing machine skills. The model involves completing personnel records,
completing forms, composition and typing of correspondence and maintaining
company personnel records.

Equipment Recommended: typewriter, transcription equipment, adding machine,
° spirit or stencil duplicator

GENERAL SECRETARY Average/difficult NOKATO STATE BANK

shorthand, typing skill required:and bookkeeping and office machines helpful.
We position covers a wide variety of general secretarial skills applied to
a medium size commercial bank. Not all prolects need to be completed, and
contingencies are included making the model very flexible.

AU
Equipment Recommended: typewriter, transcribing machine, copy machine, adding='

listing machine; stencil duplicator
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-SECRETARY Eday/average KIDDER. COUNTY AGENT'S OFFICE

This model includes a conglomeration of jobs that a County Agent has given
to his secretary to perform for him: Almost the entire model includes the

° use of a typewriter. The secretary in this model types reports,'letters
from longhand and typed letters with-- changes or corrections, listings,
umbers, and is concerned with the filing of carbon copies ofletters typed.

Equipment Recommended: 'typewriter, pen, some type of duplcation equipment,
adding machine

SECRETARY
3 Easy/average NORTHLAND CHEMICAL COMPANY

Typing and shorthand skill and stencil- duplicating is-required. Most
projects require typing of-letters on stencils,for mailing to all dealers.
Some projects require completing forms-for'insuranee and consignment
purposes. Contingencies are piovided to supplement previous projects.tf.

_41

Equipment Recommended: typewriter, transcribing machine, stencil duplicator,
xerox machine, calculator or adding machine

oh,

GENERAL SECRETARY jifficult MINOT BUILDERS SUPPLY ASSOCIATION

Difficult secretary position--shorthand; typing required; and bookkeeping.
and office machines helpful. A number of options are available and by
assigning only certain projects, an average student.could use the model.
Contingenciei are included to add additional flexibility.

Equipment Recommended: typewriter,'adding-liSting machine, transcribing
machities

I(or
shorthand supiplies), spirit duplicator, calculator or adding

machine, three -hole plIch or hand punch

GENERAL SECRETARY Average /difficult FARGO PUBLIC SCHOOLS

This .position requires shorthand (or machine transcription skill),
transcritng, typing of correspondence, forms, and reports. Bookkeeping
activitie. include keeping an accurate record of-17 school audio-visual
accounts; well as maintaining equipment and inventory charts.
Variations are provided through the use of contingencies.

Equipment Recommended: typewriter, duplicator, adding machine, transcribing
equipment (optional) -

IN-SERVICE SECRETARY Easy/average THE UNITED HOSPITAL,

Much typing is required for this position. Letters, minutes of meetings,
policy revisions, memos, bulletins, and purchase requisitions and orders
are typed. Many projects call for entry work with,an end of month
bulletin required from this information. Some degree of Imagination,id
needed in preparing attractive designs on memos that are posted on bulletin..
boards. Contingencies arc provided to suppleMent previous projects,

Equipment Recommends d: ypcWriter, Aimeograph, duplicator, itapler
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SUPERINTENDENT'S SECRETARY Easy/average STEELE PUBLIC SCHOOL

1

This model is a conglomeration of projects that a secretary may have to do

for a superintendent in a small high school. A considerable amount'of

typing is included. ia the preparation of reports, ordering supplies and

commodities, transcripts, and letters.

Equipment Recommended: typewriter, spirit duplicator, stapler, adding

'machine

'

STENOGRAPHER Average /difficult. CRABTREE INSURANCE AGENCY

s position is modeled-after the stenographer's activities in a three-

gi 1 office, with the insurance, agent as the owner of the company. The

grapher sometimes helps' the other two office personnel with their

work yev-load. She types correspondence, memos, and reports from rough'

draft,Itakes dictation; or transcribes from machine. She prepares and

types b dgets, forms, and reports as directed by the agent. The$ncoming

and outg ng mail ipart of her. responsibility as well as answering the

telephOne d handling walk-in customers. This "outside-world" contact

is simulate through instructions in the project, requiring some decision

making on he part. Contingencies provide variation.

Equipm,nt RRCO ended: electric typewriter, adding/calculating machine,

transcription ma hine, duplicating equipment

STENOGRAPHER A erage/diflicult ,PIONEER MUTUAL LIFE INSURANCE COMPANY/

Transcription and typi g skill required, Secretarial pool type assignments, I

make up the bdlk of the rojects. Most projects are unrelated and contingen-'

cies are included, makia the model very flexible. I

Equipment Recommended: typ writer, transcription machine adding-listing

machine, mimeograph machine

TELEPHONE CLERK Average NORTHWESTERN BELL TELEPHONE'COWPANY

The 'telephone clerk occupational m del is based on actual telephone activities.

The following is a description of t e activities:

1. Customer contact. Talks wit customers and takes necessary - action

to handle requests. The telephone clerk is responsible for 25

accounts.
2. Clerical. Maintains records an files necessary to perform the

customer contact and collection .rk.
.

3. Bookkeeping. Keeps customer accou is up-dated at her desk at all

times so that customer contact is a curate and complete.

Equipment Recommended: typewriter, telephone, adding/calculating machine,

calculator
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BOOKKEEPER-T4LER Average/difficult- 1 NOKATO STATE BANK

Bookkeeping and typing required plus skill operating an adding machine.

The model involves a great quantity of detail checking and balancing work '

which is simple but requires patience and Concentration. Both teller

and simple bookkeepinwasks'are included. Contingencies are included to

bring some flexibility! but most of the projects matte completed in a

sequential order. .

Equipment Recommended: posting machine or billing machine'or typewriter,

adding-listing machine, calculAing. machine

TYPIST Average/difficult :ROUGHRIDER COUNTY-WELFARE' OFFICE. P

This-occupational model requires moderatelydifficult'and varied typing and

clerical work, Typing responsibilitimcome from," or all of the other

'-office pdrsonnel in the Welfare OffiCe. Specific typing'experiences'cinclude

preparing correspondence fot-;outgoing mail, answering routine office-
Correspondence, preparing transcripts from rotIgh.draft reports,' typing

from dictation machine, and, completing detailed information on numerous

types of forms. The occupational model requires/above average skill in

typing, apelling,ibusiness English. arithmetic,;and using transcribing

machines. It -is recommended that the student complete all projects in the

model for a more comprehensive Understanding- of the work performance
+required of a typist in the-Wdlfare Office.

Equipment Recommended: electric typewriter, adding machine, transcribing

machine (if-teacher dictate's on- machine), pen

A

. <
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FIELD TEST Pilocn2m r :( TH=....:34*-;": j'
Disnarck -Ani\ a-Decber

Central Valley Darla Tuoney

Cooperstown Janes !ott

Fargo, SOuth Cathie Ferguson

Garrison Donna Lar on

Grand Fork:s, Central %noine Gate.

Larinore nary Arndt

"'Lisbon Doris Ptroh

ifiduay , Joan Guenther

Itinot Curtis Tonneson'
San

Nev Rockford Gary lialverson

Park liver Dennis nudson

Scrhuton

Stanley,

Towner

Valley City

West Fargo

Dale Lkstron

'!allace Garbel

Sharon St. Aubin

Roger .!lergenthal

ArliA Prochnow

Kdhnis Kohlnan

,

al
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The University of North bake to
' GRAND FORKS 58201

BUSINESS AND 'VOCATIONAL EDUCATION

Mx. Wallace Garbel
Stanley High School
Stanley, ND 58784

Dear Wallace:

48

Your participation in field the North Dakota Occupational l4odels is

a very important phase of. d., _.rear -year exemplary projeLL:. Vocational office

education teachers and students throughout the state, as well as the\nation,

will benefit from your contribution.
70-

The evaluation you provide will be instrumental in perfecting these Career'

packets. Additionally, classroom implementation techniques you desc-ribe

will be incorporated in developing a teachers' handbook.

Your detailed reactions and opinions are therefore solicited. We. request

your 'response on the attached questionnaire; but please do.not feel limited

by the items as stated, since thew instrument is intended as a guide.

One'innovative North Dakota teacher suggests keeping a daily log notebook

handy in which to record daily student/teacher remarks, problems, and
questions; as well as interesting, exciting, office-lab "happenings."

Thank you for your cooperatiRn in field testing. It is sincerely appreciated.

The North Dako*a Occupational. Model concept of teaching office education will

be succesefu: !cause of your participation and professional diligence in the

evaluation proess.

0.

ce

Enclosures

Cordially youra,,

John L. Rowe,
Chairman, Dep rtment of Business
and Vocational ducation

Olive Church
1Lesearch Coordinator
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LEVEL OF DIFFICULTY EVALUATION
/

49

The attached decription of Occupational Models includes an ability rating
for each model. This sstimate was,arrived at in terms of the naverage-ability"
student.

A. Please indicate the number of students you estimate could be classified in
each of the ability-level categories. ,(Your classroom)

LEVEL OF ABILITY: (Number of St dent6)

BELOW-AVERAGE AVERAGE ABOVE-AVERAGE

B. Based on your classroom field testing, how would you rate the Occupational
Models?

(1) OCCUPATIONAL MODEL TESTED:

LEVEL OF DIFFICULTY:

EASY

(25 OCCUPATIONAL MODEL TESTED:

LEVEL OF DIFFICULT

FASY

AVERAGE DIFFICULT

AVERAGE DIFFICULT

(3) OCCUPATIONAL MODEL T STED:

LEVEL OF DIFFICULTY ,

1'

EASY - AVERAGE DIFFICULT
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TEACHER QUESTIONNAIRE AND EVALUATION SHEET: NORTH DAKOTA OCCUPATIONAL MODELS

NAME SCHOOL

CLASS (OE, Typewriting II, etc.)

OCCUPATIONAL MODEL USED STUDENTS (No.)

(Use another sheet if necessary)

SUGGESTIONS FOR REVISIONS

1. Format (arrangement of models, sequence, etc.):

2. Company Manual:

\3. Procedures Manual:

. Employee's Manual:

5. Evaluation Sheets:

4



- TEACHER QUESTI3NNA1RE AND EVALUATION SHEET: ND OCCUPATIONAL MODELS
51.

1. llow did you orient studnpts to the North Dakota Occupational Model concept?

2. How did you and your students "assume the role? (teacher - supervisor
students - employees),

3. Vow did you develop an "office environment?"

4. Did you inplenent any of the following? Check those methods used, and describ,

In -out basket (at Supervisor's desk)
b. In -out basket for each employee--
c. Nailbox for outpoing nail
d.. Rcfcrencc books readily-available

Central -SUpply (all forms, supplies, letterheads, etc.)
f. Tiue-cards (tire-clock, or other office simulated device for

attendance record, etc.)

CO::".!ENTS:

5. Did you appoint or "i!..!_rt-" an Administrative Assistant? Yes. No
Yf Yes, hot; did nn erployee pet this job? Applied. Appointed
If Yes, did e.-.2loyee'l,rotate so Clat Mayo' than oAc person had the opportunity
of serving in this capacity? Yes No
IT you had an Administraive Assistant,\for which of the following was he (she)
revponsihle?

a. distribut1n7 and inventorvin^ of consumable supplies
h. distributin^ and pic!;inf,'up mail (frcr enployee desks or basketn)
c. renrodiecinc, extra forms mi'suntilies.

d. proolln-: checkir. materials a-ainst hey fol, mailability
o. tm*ttendanc( '(ti..e card's, or ot:ler method)
f. filing (Inc (c-ployee records, office corresnondence, etc.)

(qalarv, indication o:" prades, production, etc.)
. other

Cr,

6. l%aluatiou procedure. of the followino iustrumeatn did you use?
a llvd!ou for' ( 'cvontircjea sheet)
b. subietivo ovalv-ition fort; (yniir evaluation of rmployees' attiNdos,ete.)
C. I% f,1ftvd1u.ILion.
d, oth,

cr..1!;"1(::



411-,r

41

Exhibit K

STUDENT OPINIONNAIRE

,OPINIONNAIRS: \For students after completing occupational model instruction.

52'

Directions Please circle the numbered response that most nearly reflects your own feelings.
Circle one response for each question. /

1. Do you think you learned
as much in this class as
'you would have with regular

textbook materials?

2. When you needed help on
some phase of the
Occupational Model, wherd
did you usually find the

answer?

3. Now that you have
participated in the
Occupational Model plan
of instruction, how do you
feel 'about it as a method

of learning?

1

much
more

2,

little
more

1' 2

3 4 5 6

about less much not
the than less , cur

same

3

Procedures a teacher

Manual reference
book'

1 2

enjoyed enjoyed no par-

- . it very it ticular

much 'somewhat feelings

4 5 6

.classmate made ot

own 1

decision

4 5

disliked disliked
it 'it very,

somewhat much

4. To what do you attribute your feelings (as,marked in No. 3)? Check more than one, if

applicable:

1. more like a real office

2. learned more about a specific career

3. learned more about a type of business

4. freedom to vork at my own rate

5. individual help from the teacher

6. adequatd explahation before the work began

7. Inadequate explanation before the work began

8. rot enough help from the teacher

9. had to take too much responsibility (make own decisions, find answers, etc.)

10. did not seem to learn much about office work

COMMENTS:



or
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5. If you were to take this class again, which method of instruction would you prefer?

I. occupational model

2. regular textbook and classroom instruction

3. both the occupational, model and regular textbook/classroom instruction

4. other

53

5. not sure

6. Now that you have worked for a North Dakota company(ies), would you like to apply for thi
these positions?

Yes

7. If yes, which one(s)?

S. Why or why not? (refers to i:em 7, above).

O

9. Since working for North Dakota companies, do you think you would like office work?

Yes' No

10. Why or why not?. (refers to item 9, above)

gr)



The University of North Dakota
GRAND FORKS 58201.

DEPARTMENT OF BUSINESS EDUCATION

Gentlemen:

November 2P, 1972.

54

You may recall the University of North Dakota office simulation study in
whi-ch your company participated during the spring of 1971. Now that we
are in our third and final phase we thought you might like to know'the statusof the project.

I
Your help in the data gathering process was most valuable in the development
of a roximately 6,000 pages of written citirri,culum materials which have been
pre ared for office education students iff the state. This year 325 North Dakotast dents in 18 high schools are field7Osting the instructional packets.
By August 1973 all vocational office education classes in the Entire state
will have access to the materials. /

ti

Without your cooperation in providyig interviews to university research staff,.
for the.purpose,of making job anaYyses of selected office positions, this
extensive program would not have/been possible. The diligence of your employees-
in collecting forms and recordinidetails of their work procedures is especiallynote worthy. It is this kind of unselfish,interes on the part of'business
people which can make education more relevant to the "real" world of work.

Enclosed is a copy of a news release which will be sent to your local newspaperby November 30. Should you wish to make additions or suggest changes pleaselet us know. Both the University Business, Education staff and the North Dakdta
State Department for Vocational Education feel that you should receive recognitionfor your active support and contribution to the students in this state.

Sincerely yours,

t.af

Enclosure

0

John L. Rowe, Chairman
Business and Vocational Education

Olive Church

Research Coordinator


